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1. MIACHHOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.01 KagpoBoe 1ejionpou3BOACTBO U APXUBBI IOKYMEHTOB 110
JIMYHOMY COCTaBY

1.1. ObsacTb npuMeHeHus1 pado4eil MPporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpaMma)  SBIISIETCS  4YacThl0  OOpa3oBaTEIbHOW  MPOTpaMMBbl  CPEIHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpaMmmoit mpodeccuonanbHoro Mmoayis (ITM.01 "KaapoBoe nenonpon3BoicTBO U
apXvBbl JOKYMEHTOB IO JUYHOMY COCTaBy') 1o crnenuanbHoctd 46.02.01
JIokyMeHTaIllMOHHOE 00€ecTIeueHrEe YIIPABJICHHS U ApXUBOBEJECHUE B YACTH OCBOCHUS
ocHOBHOro Buja jaestenbHoctd (BJ): Beimonnenue pa®oT 1o OAHOW WU
HECKOJIbKUM TpodeccusiM paboumx, AOHKHOCTSAM CIyXKalux (MPUIIOKEHUE K
Hactosimemy @OI'OC  CIIO).; Opranuzanus apxXuBHOW U CIPABOYHO-
uH(OPMAIITMOHHOW  paboThl MO JIOKYMEHTaM opranuzanuu.; OpraHuzanus
JOKYMEHTAI[MOHHOTO ~ OOecrleueHuss  yhpaBieHUss W (QPYHKIIMOHUPOBAHUS
OpraHu3allMU. U COOTBETCTBYIOIMMX MpodeccuonanbHbix komnereHuil (11K):

[IK 1.7 Odopmiarh  OpraHM3alMOHHO-PACHIOPSAUTENIbHBIE  JOKYMEHTBl U
OpraHu30BbIBaTh PabOTy € HUMH, B TOM YHCIE€ C HCIOJb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

I[IK 1.8 Odopmiars JOKYMEHTHI MO JIMYHOMY COCTaBY M OPTaHU30BBIBATH PabOTy
C HUMH, B TOM UYHKCJIE C UCIIOJIb30BaHUEM ABTOMATU3UPOBAHHBIX CUCTEM

I[IK 1.9 Opranu3oBbiBaTh TEKyIIEe XPaHEHHE TOKYMEHTOB, 00paOOTKy nen is
ONEPATUBHOIO U APXMBHOTO XPAHEHHUsS, B TOM YHUCJE C UCIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

1.2. lean u 3aqa4mn npogeccCHOHAIBHOI0 MOAYJIA — TPE0OBAaHUA K pe3yibTaTaM
OCBOCHUS NMPO(PEeCCHOHATBHOI0 MOAYJISt

OOyuenune mo jgucruiuimHe mnpodeccuoHanbHoro moxayias MJIK.B.01.04
"KagpoBoe nenonmpou3BOACTBO U APXMBBI JIOKYMEHTOB MO JIMYHOMY COCTaBy'
IpeArnoJiaraet, 4To 1Mo ero pe3yyibraraM o0yJaromuiics OyaeT:

3HaTh:

* TpeOOBaHMS K OpraHU3alMA  KaapoOBOTO  JCJIOMPOU3BOJACTBA U
JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOIICHUN, XPAHEHUIO TOKYMEHTOB IO JIMYHOMY
COCTaBy;

* MpaBWJIa CUCTEMATU3AIMHN ¥ XPaHEHUS JOKYMEHTOB I10 JITYHOMY COCTaBY;

* IOPAJIOK IOCTYTA K IOKYMEHTaM I10 IMYHOMY COCTaBY B apXMBE OpraHU3alluH,
B TOCYJapCTBEHHOM, MyHUIIUIIAJIbHOM apXUBE

Ymers:



® p33pa6aTI)IBaTB JIOKAJIBHBIC HOPMATHUBHBLIC A4AKTHI II0 BCJACHHIO KaJIpOBOI'O
ACJIOIPONU3BOACTBA,

¢ OPraHU30BbIBATH TCKYINCC XPAHCHUC NJOKYMCHTOB 110 JIMYHOMY COCTABY N UX
IMOATOTOBKY JIA IICPCAAYN Ha apXUBHOC XPAaHCHHC.

1.3. Kosin4ecTBO 4acOB Ha OCBOeHHE Padoyeil mporpaMMbl NpPogeccunoHaIBLHOTO
MO/LYJISl 110 y4eOHOMY ILIaHY:

Bcero - 72 gac.
B TtoMm uucie:

MakcuMarnbHas yueOHas Harpy3ka ooyJaromierocs - 72 4ac.
Bxrouas:

00s3aTENbHYIO ayJUTOPHYIO yueOHYI0 HAarpy3Ky oOyuyaromerocs - 54 yac.;
CaMOCTOATENbHYI0 paboTy oOyuatomerocs - 18 yac.
[IpomexxyTouHas artectanus B popMe sK3aMeHa

1.4. Ucnoan3oBanue yacoB BapuatuBHoil yactu OII IIIICC3

B mucuummmae MJIK.B.01.04 "KagpoBoe aemonpou3BOACTBO M ApXUBHI 110
JIMYHOMY COCTaBY'" MPEayCMOTPEHO UCTOJIb30BaHNE BAPUATUBHOM YaCTH HAarpy3KH B
00BEéMe 72 4acos.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynbraTom ocBoeHHsI NMPOGECCHOHAIBHOTO MOMIYJSl SIBJISETCS OBJAJCHHUE
oOyuarorumucs BuaoM aestenbHoctd (BJl): Beimomnenue pabot mo ogHOM wiH
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKYMEHTaM opranusanuu.; OpraHu3anus
JOKYMEHTAI[AOHHOTO  OOECTICUYCHHs]  yIpaBieHUs W (yHKIIHMOHUPOBAHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)
KOMITETEHIIUSIMHU:

Kon HaumenoBanue pe3yjbrara 00y4yeHus

[IK 1.7 OdopmiIATh OpraHU3aMOHHO-PACTIOPAIUTEIBHBIE TOKYMEHTHI U
OpraHU30BbIBaTh PabOTy C HUMH, B TOM YHUCJIE C UCIIOIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM;

I[IK 1.8 OdopMIIATh TOKYMEHTHI 110 TUYHOMY COCTaBY U OpPraHU30BbIBAThH
paboTy C HUMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM
aBTOMATU3UPOBAHHBIX CUCTEM;

[IK 1.9 OpraHu3oBBIBaTh TEKYIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKYy ael
JUISL OTIEPATUBHOTO M apXHUBHOI'O XPAHEHMS], B TOM YHUCIIE C
VICIIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX CUCTEM.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTuyeckunii mjiaH npogecCHOHAILHOT0 MOILYJIA

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

[MpakTuka, 4

Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHASE AYyTUTOPHAS yYeOHast
npodgeccuo- (makcu- padora
pasiesos HArpy3ka o0y4aruierocs
HAJbHBIX MaJibHasi o0yuarouerocst
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHUMi HArpy3ka B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U MpaK- BCEro | MpaKTH4yeckKkue paGora BCEro patora
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10
Pasznen 1 12 9 6 3
Paznen 2 12 9 6 3
Pasznen 3 12 9 6 3
Paznen 4 12 9 6 3
Pasnen 5 12 9 6 3
Pasnen 6 12 9 6 3
Bcero: 72 54 36 18




3.2. Conep:xxanue 00yuyeHUs MO NPO(PeCcCHOHATBHOMY MOIYJII0



3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEeXHOJIOTH I

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHs] M JIMCTaHLIHUOHHBIX 0Opa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSTHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiargopMmax: teams, zoom



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeOoBaHMS K MUHIMAJIBLHOMY MATEPUAIbHO-TEXHUYECKOMY
o0ecnmeYeHNIo

Hucnunnuaa MJIK.B.01.04 "KanpoBoe el0NpPOU3BOJACTBO U APXUBBI
JOKYyMEHTOB TI0 JIMYHOMY COCTaBY'" MPOQPECCHOHATBHOTO MOIYJSI peaTnu3yeTcs B
ayIUTOPHUSIX C KOMIIBIOTEPOM, MAPKEPHOU TOCKON U MPOEKTOPOM.

4.2. UudopmanuonHoe odecnevyenne 00yueHust

OCHOBHBIE HCTOYHUKH

Ne i/m bubnuorpaduueckoe onucanue

1 O. 1O. [TaBnoBckas IIpaBoBoe obecnieueHre KaapoBOro JeaonpousBoictea FOpait
2023

2 Abynanze /1. I'., Bemmpsokkuna U. b., Macnosa B. M. JlokyMeHTalimoHHOE
obecriedeHne ynpasieHus nepconanoM FOpait 2023

HNuTepHeT-pecypcesl

DJIEKTPOHHBIN apXUB KaJPOBBIX JOKyMEHTOB https://www.directum.ru/blog-
post/arkhiv_kadrovykh_dokumentov

DNEeKTPOHHBIN apXHUB KaIpOBbIX TOKyMeHTOB (CO/I)
https://docsvision.com/products/archive/

Ilepuoauyeckne nevyaTHbie H3AAHUA
XaputonoB C.A. HacTonpHas KHUTA 10 OILIATE TPyAa U €€ YUETY B

nporpamme «1C: 3apruiara

Kypasnesa, 1. B. Kanpooe nenonpownsBoactBo: Haunnaem ¢ Hyns. Ayaut
ceoumu cunamu / U.B. XKypasnesa, M.B. Kypagnesa. - 2-e uzn. - Mocksa : HUL]
NH®PA-M, 2014. - 184 c. + ([Jomn. mar. znanium.com). - (IIpocto, kpaTko,
onIcTpo). ISBN 978-5-16-008986-7. - TeKCT : 2JIEKTPOHHBIMN.

1. URL.: https://new.znanium.com/catalog/product/417566

4.3. O0uue Tpe0OBAHUSA K OPraHM3alMH 00PA30BaTEJIbHOI0 MPOIECcCa

4.4. KaapoBoe obecnieueHne 00pa3oBaTeIbHOIO nmpouecca

Peanmm3zanms IPOrpaMMBbl 1po¢heCCUOHATTBHOTO MOy JOJKHA
o0OecrieunBaThCs MEAATOTUYECKUMHU KaJpaMu, HMEIOIIMMHU BbICIIee 00Opa3oBaHUE,
COOTBETCTBYIOIIEE NPOQUII0 MpernoaaBaeMoro Moayis. OnbIT AesTeNTbHOCTH B



OpraHM3alysIX  COOTBETCTBYIOIIEH  MPO(EecCHOHANIBbHON  cdepbl  SBISETCS
00si3aTeNbHBIM JIJIS1 TIpernojaBaTesiei, OTBEUAIOIIUX 3a OCBOCHHUE OO0YYaroIIMMCS
po(hecCHOHATBHOTO LUKIIA, 3TU MPE0IaBaTeIH TOJKHBI IPOXOIUTH CTAXKHPOBKY B
npo(UIbHBIX OPraHU3alUsAX HE PEXKE OJTHOTO pasa B 3 roja.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
MPO®ECCUOHAJILHOTO MOAY.JISI (BUJA MPO®ECCUOHAJIBLHOMI
JNESTEJBLHOCTH)

KoHTpons ¥ olEeHKa pe3yiabTaTOB OCBOCHUSI MPOGECCHOHAIBHOTO MOMYJIsS
IIM.01 "KagpoBoe nesonpou3BOICTBO U APXUBBI JIOKYMEHTOB MO JUYHOMY COCTaBY"
OCYUIIECTBJISICTCS.  MEJIaroruyeckuM pabOTHUKOM B  Mpoliecce  IMPOBEICHUS
ayJIUTOPHBIX 3aHATUNA, YTO IMO3BOJSIET MPOBEPUTH y OOYYAIOIIUXCS HE TOJIBKO
c(hOpMHUPOBAHHOCTh TPO(PECCHOHATBHBIX KOMIIETCHIIMM, HO M Pa3BUTHE OOIIUX
KOMITETCHIINA U 00€CTICUNBAIOIITNX UX YMECHHM.

@opMbl U METOALI KOHTPOJS W  OIEHKH pe3yJbTaToOB  0Oy4YeHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIO0M ouneHouHbIX cpeactB (POC) nmo
npodeccuonambHoMy Moayimo [IM.01 "KampoBoe aenonpou3BOACTBO U apXHUBBI
JOKYMEHTOB MO JINYHOMY COCTaBy'.



